RECRUITMENT  & SELECTION  POLICY 
Council  Approval  dated  27  June  2013 
Resolution  C/3/68/06/13 


SECTION  1 


PURPOSE 


This  policy  endeavours  to  create  a strategy  whereby  fair  and  equitable  recruitment  and  selection  can  be 
undertaken  by  the  Municipality  whilst  ensuring  the  elimination  of  unfair  discrimination.  The  policy 
provides  guidelines  for  the  appointment  of  applicants,  and  the  procedural  steps  involved  in  the  process 
of  recruitment  and  selection. 

The  policy  is  in  alignment  with  section  160  (8)(a)  of  the  Constitution  of  South  Africa,  sections  55,  66  and 
67  of  the  Local  Government,  Municipal  Systems  Act  32  of  2000,  and  all  other  relevant  labour  legislation. 

POLICY  OBJECTIVES 

The  objectives  of  this  policy  are: 

■ To  attract  suitably  qualified  individuals 

■ To  make  use  of  a fair  and  non-discriminatory  process  that  ensures  consistency  in  recruitment 
and  selection 

■ To  retain  and  develop  quality  employees 

■ To  support  current  legislation 

■ To  meet  Municipal  Employment  Equity  Plan  targets 

■ Young  people 

1.1  POLICY  STATEMENT 

The  Recruitment  and  Selection  Policy  is  fundamentally  aimed  at: 

■ matching  the  human  resources  to  the  strategic  and  operational  needs  of  the  municipality, 

■ ensuring  the  full  utilisation  and  continued  development  of  these  employees, 

■ creating  the  capacity  for  effective  and  efficient  service  delivery. 

Each  appointment  must  therefore  be  justifiable  by  the  employer  in  terms  of  both  strategic  and 
operational  needs. 

Although  all  aspects  of  recruitment  and  selection  will  be  non-discriminatory,  preference  will  be  given  to 
suitably  qualified  candidates  who  are  members  of  designated  groups  as  defined  in  the  Employment 
Equity  Act  of  1998. 

This  policy  of  council  is  dealing  with  the  following  categories  of  appointment  made: 

A.  Categories  of  Posts 

B.  Categories  of  employees 


A:  Categories  of  Posts 


1 


a.  Category  A Posts:  -Municipal  Manager  and  section  56  Managers 

b.  Category  B Posts  : - Task  Grade  8 - 18 

c.  Category  C Posts: -Task  Grade  1 - 7 

1.2  Definitions  of  category  of  employees 

1.  Permanent  employee  is  an  employee  who  has  applied,  gone  through  the  approved 
Recruitment  and  Selection  Process,  and  is  appointed  into  a specific  position  on  the 
organogram  of  the  municipality  with  a fixed  post  level  for  a non-specified  period  of  time. 
S/he  is  entitled  to  full  municipal  benefits  as  agreed  in  terms  of  Collective  Agreements. 

2.  fix  term  contract  employees: 

i.  employees  appointed  by  council  in  terms  of  Sections  54A  and  56  of  the  Municipal 
Systems  Act,  32  of  2000;  and 

ii.  employees  who  are  appointed  by  the  Municipality  per  agreement  for  a fixed/defined 
period  not  exceeding  a maximum  of  60  months,  unless  the  Municipal  Manager  approves 
the  extension  of  a contract  not  more  than  once; 

3.  Temporary  employee  is  an  employee  who  is  appointed  by  the  Municipality  per  agreement  to 
undertake  and  complete  a certain  task  which  is  not  of  a permanent  nature,  normally  of  a 
short  duration  and  which  will  be  completed  in  less  than  six  months; 

4.  Support  staff  to  elected  representatives  is  staff  which  is  required  by  the  said  representatives 
to  provide  administrative  and  professional  in  order  to  fulfil  their  roles  and  deliver  on  their 
mandate.  The  relationship  between  these  representatives  and  their  support  staff  goes 
beyond  the  normal  relationship  that  exists  between  Council  and  its  regular  employees. 


SECTION  2 


APPOINTMENT  OF  PERMANENT  STAFF 
2.1  PROCEDURE 

STEP  1:  EMPLOYEE  REQUISITION 

The  Human  Resource  Department  must  be  notified  of  any  vacancies  which  exist  due  to  termination  of 
service  or  newly  created  positions.  The  relevant  Head  of  Department  is  responsible  for  authorising  the 
vacancy. 

STEP  2:  SELECTION  CRITERIA 

A detailed  Job  Profile  must  is  to  be  compiled  by  the  Head  of  Department  in  consultation  with  the 
assigned  HR  Officer,  which  will  include  a job  description  outlining  the  tasks,  responsibilities  and 
behavioural  dimensions  for  the  position. 

Should  an  updated  profile  not  be  available,  a detailed  analysis  (using  T.A.S.K.  Methodology)  will  be 
conducted  identifying  and  prioritising  the  inherent  job  criteria  before  advertising  and  selection. 

The  selection  criteria  should  in  no  way  unfairly  discriminate  and  should  not  be  used  as  barriers  to 
employment. 
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The  Job  Profile  will  be  used  for  both  internal  and  external  recruitment. 


STEP  3:  RECRUITMENT  & SELECTION 

1.  ADVERTISING  VACANCIES 

The  placements  of  advertisements,  both  internal  and  external,  are  the  responsibility  of  Human 
Resources.  Vacancy  advices/  adverts  are  to  be  drafted  by  the  respective  department  from 
Monday  to  Thursday  or  his  assignee  in  consultation  with  the  HR  Officer,  using  Job  Profile  as  the 
source  of  relevant  information. 

Recruitment  refers  to  the  attracting  of  suitable  applicants  for  the  position  whether  internally  or 
externally.  In  the  case  of  a post  being  substantially  the  same  the  vacant  post  will  be  advertised 
internally  first,  provided  that  there  are  suitable  candidates  internally,  if  no  suitable  internal 
candidate  can  be  appointed  in  that  post,  externally.  If  there  is  a significant  change  in  the  post  to 
be  advertised  it  is  the  prerogative  of  the  Head  of  Department  to  advertise  the  post  internally 
first,  or  advertise  internally  or  externally  at  the  same  time.  The  categorisation  of  vacant  posts  is 
the  responsibility  of  the  Head  of  Department. 

Internal  advertisements  shall  be  placed  on  designated  municipal  notice  boards.  All  internal 
advertisements  should  specify  that  only  Council  employees  may  apply.  External  advertisements 
shall  be  placed  in  the  appropriate  media/publications  (to  be  agreed  upon  by  the  HOD)  ensuring 
maximum  access  by  the  designated  groups.  Advertisements  must  be  copied  to  unions  and  HOD's. 

All  external  adverts  must  specify  the  commitment  of  Bitou  Municipality  to  the  fulfilment  of  the 
Employment  Equity  Plan. 

2.  APPLICATION  FORMS 

All  applicants  will  be  required  to  complete  an  application  form.  The  Human  Resources 
Department  is  responsible  for  ensuring  that  the  applicant  receives  the  correct  form,  i.e. 

Application  Form  (Internal  Recruitment)  or  Application  Form  (External  Recruitment).  (SEE 
ATTACHED  ANNEXURES  A AND  B) 

All  applications  are  to  be  addressed  to  Human  Resources. 

3.  SCREENING  & SHORTLISTING 

The  Human  Resource  Department  screens  all  applications  and  a list  of  the  suitable  candidates 
will  be  presented  to  the  Head  of  Department.  The  Head  of  Department  is  responsible  to  compile 
a shortlist,  based  on  agreed  selection  criteria.  The  assigned  HR  Officer  is  available  for 
consultation  in  this  regard. 


4.  SELECTION  PROCESS 
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CATEGORY  A POSTS:  MUNICIPAL  MANAGER  AND  SECTION  56  MANAGERS 


Council  is,  (in  terms  of  Sections  54A  and  56  of  the  Municipal  Systems  Act,  Act  32  of  2000,  as 
amended),  the  appointing  authority  for  these  positions.  Council  is  responsible  for  designing  a 
selection  process  for  the  post  of  municipal  manager  and  managers  reporting  to  the  municipal 
manager. 

Council,  as  the  appointing  authority,  has  the  prerogative  to  delegate  the  whole  or  part  of  the 
recruitment  and  selection  process  to  the  Mayor  or  a committee  of  Councillors  for  a position  in 
this  category.  Section  160  (8)(a)  of  the  Constitution  of  the  Republic  of  South  Africa,  1996  states 
that  members  of  a Municipal  Council  are  entitled  to  participate  in  its  proceedings  and  those  of 
its  committees  in  a manner  that  allows  parties  and  interests  reflected  within  Council  to  be  fairly 
represented. 

The  Mayor  or  committee  may  delegate  some  of  the  selection  processes  to  a service  provider. 
After  the  completion  of  the  assessment  of  candidates  the  committee  or  the  Mayor  who  has  been 
so  delegated  by  Council  will  submit  a recommendation  for  appointment  to  Council  for  approval. 

After  Council's  approval  the  Executive  Mayor,  in  the  case  of  appointment  of  the  municipal 
manager,  will  extend  the  offer  of  appointment  to  the  preferred  candidate  and  negotiate 
conditions  of  appointment. 

In  the  case  of  a section  56  manager,  the  Council,  after  consultation  with  the  municipal  manager, 
makes  an  appointment.  The  Municipal  Manager  will  extend  the  offer  of  appointment  and 
negotiate  conditions  of  appointment. 

The  selection  process  explained  above  must  also  comply  with  Section  54A  of  the  municipal 
Systems  Act  2000  as  amended 

IMATU  and  SAMWU  will  be  invited  to  the  interview  as  observers 


CATEGORY  B POSTS:  TASK  8 - 17:  MANAGEMENT/  PROFESSIONAL/SUPERVISOR 

The  HOD  or  his  assignee  with  assistance  from  the  HR  Officer  will  set  up  interviews  with  short 
listed  applicants.  Short  listed  applicants  will  be  subjected  to  a structured  behavioural  interview 
by  line  management,  which  will  be  conducted  in  a non-discriminatory  and  consistent  manner. 
The  HOD  and  the  HR  Officer  take  joint  responsibility  for  structuring  the  selection  process.  HR  will 
together  with  the  long  list  submit  to  the  HOD  the  EE  target  for  the  post. 

The  structured  interviews  will  be  conducted  by  an  interview  panel.  The  interview  panel  consists 
of  the  HOD  or  his  assignee,  the  HR  Officer  who  will  provide  specialist  advice  and  input,  and  Union 
Representatives,  who  have  observer  status  in  the  selection  process.  The  Municipal  Manager,  at 
his  discretion,  may  attend  interview  panels  in  this  category  save  that  his  participation  in  the 
interview  panel  for  posts  on  the  second  reporting  line  of  managers  is  mandatory.  He  may  assign 
a HOD  to  represent  him. 
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A competency  based  assessment  approach  will  be  used  where  the  applicant's  experience,  skill, 
knowledge,  level  of  competence  and  career  path  suitability  will  be  evaluated  against  the  job 
requirements  during  a structured  analysis  and  evaluation  discussion.  Applicants  will  be  scored 
against  criteria.  The  results  of  the  scoring  process  will  be  used  as  a guideline  and  input  to  the 
outcome  of  the  selection  process. 

CATEGORY  C POSTS:  TASK  1-7:  CLERKS/  DRIVERS/OPERATORS/GENERAL  WORKERS 

The  manager  with  assistance  from  the  HR  Officer  will  set  up  interviews  with  short  listed 
applicants.  Short  listed  applicants  will  be  subjected  to  a structured  behavioural  interview  by 
management,  which  will  be  conducted  in  a non-discriminatory  and  consistent  manner.  The 
manager  and  the  HR  Officer  take  joint  responsibility  for  structuring  the  selection  process. 

The  structured  interviews  will  be  conducted  by  an  interview  panel.  The  interview  panel  consists 
of  the  Manager  or  his  assignee,  the  HR  Officer  who  will  provide  specialist  advice  and  input,  and 
Union  Representatives,  who  have  observer  status  in  the  selection  process.  The  HOD  (Corporate- 
, Community-,  Finance-,  Strategic-  and  Technical  Services),  at  his  discretion,  may  attend  interview 
panels  in  this  category. 

An  appropriate  competency  assessment  instrument  may  be  included  in  the  selection  process. 


5.  COMPETENCY  ASSESSMENT 

Validated  assessments  tools  may  be  utilised  by  a trained  professional  to  gather  additional 
supporting  information  during  the  selection  process.  All  applicants  will  be  required  to  give 
consent  for  the  use  of  assessment  tools  and  results  thereof.  (ANNEXURE  E:  Assessment  Consent 
Form) 

All  parties  will  uphold  the  strictest  confidence  in  respect  of  any  information  supplied.  Applicants 
will  be  entitled  to  feedback  on  all  assessments  undertaken. 


6.  REFERENCE  CHECKS 

Applicants  shall  be  requested  to  provide  names  of  contactable  referees.  Only  referees  provided 
by  applicants  may  be  contacted  for  reference  purposes.  All  information  solicited  should  be 
related  to  the  job  profile  requirements. 

Written  testimonials  should  not  be  used  as  the  only  documentation  for  references.  Applicants 
can  submit  written  testimonials  on  condition  that  referees  may  be  contacted  for  verification  of 
reference. 


7.  AUTHORISATION 
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As  per  the  stipulations  of  Section  55(l)(e)  of  Local  Government  Systems  Act,  32  of  2000, 
authorisation  of  appointments  are  as  follows: 

CATEGORY  "A"  POSTS: 

Council  appoints  the  Municipal  Manager  in  terms  of  54A  (l)(a)  the  Local  Government  Municipal 
Systems  Act,  32  of  2000. 

Council  appoints  Section  56(l)(a)  of  the  Local  Government  Municipal  Systems  Act,  32  of  2000 
Managers  after  consultation  with  the  Municipal  manager. 

CATEGORY  "B"  POSTS:  (TASK  8 - 17) 

Details  of  the  proposed  applicant  to  be  submitted  to  the  Municipal  Manager  for  final 
authorisation.  A memorandum  motivating  for  appointment  outlining  particulars  of  applicant  and 
results  of  selection  process  and  the  EE  target  must  be  submitted  to  the  Municipal  Manager. 

CATEGORY  "C"  POSTS:  (TASK  1-7) 

A memorandum,  to  be  completed  for  this  purpose,  outlining  particulars  of  applicant  and  results 
of  selection  process  and  the  EE  target  must  be  submitted  to  the  Human  Resources  Manager.  The 
Human  Resources  Manager  check  whether  the  proposed  appointment  of  the  recommended 
applicant  meets  the  municipality's  employment  equity  requirements.  A report  on  who  the 
proposed  applicant  is,  will  after  verification  and  approval  by  the  Human  resources  Manager  be 
submitted  to  the  Municipal  Manager  for  final  authorisation. 

All  new  appointments  to  be  reported  to  Municipal  Manager  in  terms  of  Section  59  of  the 
Municipal  Systems  Act. 


8.  EMPLOYMENT  OFFER 

The  Offer  of  Employment  will  be  given  to  the  applicant  in  writing  by  the  Human  Resources 
Officer,  detailing  the  terms  and  conditions  of  employment.  Acceptance  of  the  job  offer  should 
be  by  way  of  signing  the  Employment  Contract  or  the  letter  of  appointment  prior  to  commencing 
employment. 

9.  UNSUCCESSFUL  APPLICANTS 

All  Bitou  Municipality  advertisements  should  state  that  if  an  applicant  does  not  receive  any 
notification  within  one  month  of  the  closing  date,  he/she  is  to  assume  that  the  application  was 
unsuccessful.  All  interviewed  unsuccessful  applicants  will  receive  a letter  from  the  Human 
Resource  Officer,  within  2 weeks  of  the  final  decision,  thanking  them  for  their  application  and 
regretting  that  they  have  been  unsuccessful.  If  an  external  service  provider  was  used  they  are 
responsible  for  informing  the  applicants  of  the  outcome  of  the  interview  process. 


10.  JUSTIFICATION  / DISPUTE 

In  order  to  protect  Council's  interest,  any  requests  from  unsuccessful  applicants  for  feedback  on 
selection  decisions  should  be  in  writing.  The  HOD  in  consultation  with  Human  Resources  will 
respond  to  such  a request  in  writing. 


6 


Disputes  concerning  the  appointment  of  an  applicant  are  dealt  with  in  terms  of  Bargaining 
Council  Dispute  Resolution  procedure  and  relevant  labour  law. 


STEP  4:  INDUCTION  & PAYROLL  INFORMATION 

Induction  of  new  employees  is  the  responsibility  of  the  HOD  or  Manager.  All  new  employees  are 
invited  to  participate  in  the  formal  Bitou  Municipality  induction  process  conducted  by  the  HOD 
or  Manager  and  HR  Officer  as  the  case  may  be. 

The  Administration  Starter  Pack  which  is  completed  during  induction  should  be  forwarded,  by 
the  Human  Resource  Officer,  to  the  Payroll  Office  to  ensure  the  accurate  receipt  of  information 
regarding  the  new  incumbent/position. 


SECTION  3 


APPOINTMENT  OF  TEMPORARY  EMPLOYEES 

HR  will  annually  compile  a database  of  all  the  contract  workers  of  council.  These  contracts  are  all 
fix  term 


3.1  TEMPORARY  WORKERS  1-3  MONTHS 

HR  will  annually  compile  a database  of  all  the  contract  workers  of  council. 

3.1.1  OFFICE  STAFF 

Recruitment  & Selection  Process 

i.  The  ideal  and  first  option  is  that  internal  relief  staff  be  responsible  for  performing  the 
duties. 

ii.  If  there  is  no  internal  relief  staff  available,  a person  must  be  selected  from  the  data  base. 

iii.  HR  must  advertise  to  establish  a database  of  specific  office  requirements  and  office  skills. 

iv.  HR  keeps  the  data  base. 

v.  Once  Line  Managers  have  indicated  a need  for  a temporary  worker,  the  HR  department 
has  to  be  contacted  to  provide  the  suitable  candidate  to  fill  the  position  for  the  period 
needed. 

vi.  HR  department  makes  a recommendation  and  forwards  it  to  the  relevant  Manager  for 
approval. 

vii.  HR  department  has  to  ensure  that  the  necessary  paperwork  is  completed. 

viii.  HR  will  ensure  that  all  appointments  will  be  made  on  a rotation  basis 

3.1.2  NON-OFFICE  STAFF  : skilled  labour 
Recruitment  & Selection  Process 

i.  HR  will  annually  compile  a database  of  all  the  skilled  labour  within  the  municipal  area 

ii.  HR  keeps  the  data  base 

iii.  Once  Line  Managers  have  indicated  a need  for  a temporary  worker,  the  HR  department 
has  to  be  contacted  to  provide  a list  of  suitable  candidates  to  fill  the  position  for  the 
period  needed; 

iv.  HR  department  makes  a recommendation  and  forwards  it  to  the  relevant  Manager  for 
approval; 

v.  HR  department  has  to  ensure  that  the  necessary  paperwork  is  completed. 

vi.  HR  will  ensure  that  the  appointments  will  be  made  on  a rotation  basis. 
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3.1.2  NON-OFFICE  STAFF  : unskilled  labour 
Recruitment  & Selection  Process 

i.  Line  managers  must  formally  request  assistance  from  the  Communication  Division; 

ii.  That  the  Communication  Division  be  responsible  for  loud-hailing  and  the  booking  of  the 
venue  where  recruitment  of  short  term  employees  would  take  place; 

iii.  That  the  identity  documents  of  those  who  turned  up  at  the  venue  be  put  in  a box  from 
which  the  selection  is  done  in  the  presence  of  the  line  managers; 

iv.  Line  managers  clearly  explain  the  terms  and  conditions  of  the  employment  to  the 
employees; 

v.  Identity  documents  of  males  and  females  be  put  in  different  boxes  to  ensure  equitable 
representation  during  employment; 

vi.  That  the  line  functional  management  ensures  that  the  necessary  paperwork  is  completed 
and  forwarded  to  the  Human  Resources  Department; 

vii.  Human  Resources  Department  will  check  the  paperwork  before  forwarding  it  to  payroll; 

viii.  Line  Managers  to  forward  copy  of  attendance  register  to  payroll; 

ix.  Councillors  may  be  present  to  observe  but  may  not  be  involved  in  or  participate  in  it. 

Authorisation  HOD  must  authorize  these  appointments. 

Frequency  of  Payment  Must  be  remunerated  on  a weekly  basis  for  contracts  of  less  than 

a month  and  monthly  for  contracts  longer  than  a month. 
Remuneration  will  be  done  in  accordance  with  a memorandum 
from  Municipal  Manager's  office  drawn  each  financial  cycle  (see 
Annexure  A). 

3.2  TEMPORARY  WORKERS:  MORE  THAN  3 MONTHS  TO  A MAXIMUM  OF  6 MONTHS 
Recruitment  & Selection  Process 

i.  The  ideal  and  first  option  is  that  internal  relief  staff  be  responsible  for  performing  the  duties. 

ii.  If  no  internal  relief  staff  is  available  positions  will  be  advertised  in  the  local  media. 

iii.  The  recruitment  and  selection  process  will  be  followed  as  prescribed  in  the  Recruitment  and 
Selection  Policy. 

Authorisation  Municipal  Manager  will  authorize  these  appointments 

Frequency  of  Payment  Must  be  remunerated  on  a monthly  basis.  Remuneration  will  be 

done  in  accordance  with  a memorandum  from  Municipal 
Manager's  office  drawn  each  financial  cycle. 


3.3  FIXED  TERM  CONTRACT  EMPLOYEES:  WITH  A MAXIMUM  DURATION  OF  60  MONTHS 
Recruitment  & Selection  Process 

The  recruitment  and  selection  process  will  be  followed  as  prescribed  in  section  1 of  this  policy. 
Authorisation  Municipal  Manager  will  authorize  these  appointments 
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Frequency  of  Payment  Must  be  remunerated  on  a monthly  basis.  Remuneration  will  be 

done  in  accordance  with  a memorandum  from  Municipal 
Manager's  office  drawn  each  financial  cycle. 


SECTION  4 


APPOINTMENT  OF  SUPPORT  STAFF  FOR  ELECTED  REPRESENTATIVES 
1.  Background 

Elected  political  representatives  require  administrative  and  professional  support  staff  in  order  to 
fulfil  their  roles  and  deliver  on  their  mandate.  The  relationship  between  these  representatives 
and  their  support  staff  goes  beyond  the  normal  relationship  that  exists  between  Council  and  its 
regular  employees. 


4.1  Rationale  for  this  section 

This  section  of  the  recruitment  and  selection  policy  recognises  this  unique  employment 
relationship  and  is  intended  to  regulate  the  recruitment  and  employment  of  support  staff  for 
elected  political  representatives. 

4.2  Legislative  Framework 

In  local  government  appointments  are  made  in  terms  of  Section  55(1)  of  the  Local 
Government:  Municipal  Systems  Act.  As  Head  of  the  Administration,  the  Municipal  Manager 
will  be  responsible  for  the  appointment  of  support  staff  for  political  representatives,  subject 
to  the  guidelines  and  provisos  contained  in  this  section. 

4.3  Principles  of  Appointment 

When  considering  appointment  of  support  staff  for  elected  representatives,  the  following 
fundamental  principles  must  be  taken  into  account: 

i.  The  principle  of  competence 

ii.  The  principle  of  compatibility 

iii.  The  principle  of  confidence;  and 

iv.  The  principle  of  consent. 

i Principle  of  Competence 

If  the  intention  of  the  appointment  is  to  provide  administrative  or  professional  support 
for  elected  representatives,  then  the  principle  of  competence  is  a non-negotiable 
prerequisite  for  appointment  to  positions  of  this  nature.  As  representatives  of  the 
community  charged  to  fulfil  a particular  mandate  in  the  context  of  service  delivery 
demands  and  the  principles  of  Batho  Pele,  the  whole  purpose  of  this  policy  is  to  empower 
and  enable  political  office  bearers,  and  it  is  thus  critical  that  candidates  for  these  positions 
possess  proven  qualifications,  knowledge,  experience  and  competence  to  provide  this 
support  effectively  and  efficiently. 

ii  Principle  of  Compatibility 

The  nature  of  this  working  relationship  requires  that  the  incumbents  of  these  positions 
should  fit  into  the  reigning  organisational  culture  of  the  political  structures  of  Council  and 
should  share  the  vision  of  the  representatives  that  they  will  be  serving.  The  principle  of 
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compatibility  dictates  that  there  must  be  genuine  mutual  compatibility  between  the 
parties  in  this  unique  working  relationship. 

iii  Principle  of  Confidence 

A further  critical  principle  that  guides  this  employment  relationship  is  one  of  absolute 
trust  and  integrity.  Due  to  the  sensitive  nature  of  this  particular  working  environment 
and  the  close  proximity  to  complex  political  issues  and  potentially  contentious  and 
confidential  matters,  political  representatives  must  have  utmost  trust  and  confidence  in 
their  support  staff  and  a breach  of  this  means  irrevocable  damage  to  the  employment 
relationship. 

iv  Principle  of  Consent 

Finally,  while  the  Municipal  Manager  will  be  responsible  for  the  administrative 
appointment  of  incumbents  to  these  positions,  the  relevant  political  office  bearers, 
including  portfolio  councillors,  must  be  involved  in  the  recruitment  process  and  final 
decision  making  regarding  appointment  of  successful  candidates,  subject  to  the 
guidelines  outlined  in  this  policy. 

4.4  APPLICATION  OF  THIS  POLICY 

4.4.1  Only  vacancies  for  positions  that  are  approved  as  part  of  the  organisational 
establishment  will  be  considered  in  terms  of  this  policy. 

4.4.2  On  recommendation  of  the  Municipal  Manager,  the  Mayoral  Committee  will 
determine  which  posts  are  deemed  to  be  support  positions  for  elected  political 
representatives. 

4.4.3  This  policy  will  only  apply  to  the  positions  determined  by  the  Mayoral  Committee  in 
terms  of  4.4.2  above. 

4.4.4  Should  the  status  of  any  position  alluded  to  in  4.4. 2-4.4. 3 above  change,  then  the 
formal  Recruitment  and  Selection  Policy  of  Council  will  be  utilised  to  fill  this  position. 

4.5  APPOINTMENTS  OF  A CONTRACT  NATURE 

4.5.1  All  appointments  made  in  terms  of  this  Policy  for  the  Appointment  of  Support  Staff 
for  Elected 

4.5.2  Representatives  will  be  on  a fixed-term  employment  contract  ending  one  month 
after  the  term  of  office  of  the  elected  Representative(s)  has\have  been  terminated 
for  whom  the  staff  member  is  rendering  administrative  support. 

4.5.3  The  contract  must  include  a performance  component  which  will  include  the  expected 
outputs  relating  to  the  Key  Performance  Areas  for  the  relevant  position.  A 
Performance  Agreement  must  be  concluded  within  30  days  after  the  commencement 
of  service. 

4.5.4  Irrespective  of  the  period  alluded  to  in  4.5.2  above,  the  contract  period  may  not 
extend  beyond  one  month  after  the  next  local  government  election. 
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4.5.5  The  contract  referred  to  in  4.5.2  must  be  in  writing  and  signed  by  both  parties  on  the 
day  of  commencement  of  employment.  This  employment  contract  must  include  a 
Code  of  Conduct  specifically  relevant  to  this  position.  This  Code  of  Conduct  can 
include  the  Code  of  Conduct  for  Municipal  Officials,  as  set  out  in  the  Schedule  2 of 
the  Local  Government:  Municipal  Systems  Act. 


4.6  THE  APPOINTMENT  PROCESS 

4.6.1  Vacancies  and  the  organisational  structure 

Only  vacancies  that  form  part  of  the  staff  establishment  and  that  are  determined  to  be 
support  positions  for  political  representatives  will  be  considered  in  terms  of  this  polity. 
Should  the  need  for  support  arise  which  cannot  be  catered  for  in  the  existing  staff 
establishment,  then  the  normal  process  for  organisational  review  and  approval  of  new 
posts  as  determined  by  Council  Policy  and  relevant  collective  agreements  must  be 
followed. 

4.6.2  Approved  budget  and  financial  implication  and  approval 

Only  positions  for  which  there  is  a budget  approved  by  Council  can  be  filled  in  terms  of 
this  policy,  and  within  the  remuneration  guidelines  and  limits  relating  to  the  particular 
post  level  of  the  position. 

4.6.3  Maintaining  Internal  Consistency  with  permanent  staff 

When  offers  of  employment  are  extended  to  candidates,  particularly  with  the 
determination  of  remuneration  levels  and  service  benefits,  then  the  remuneration  and 
service  benefits  of  permanent  staff  in  similar  positions  in  the  organisation  must  be 
considered  in  order  to  ensure  internal  consistency  and  maintain  high  morale  and 
motivation  levels  amongst  the  municipal  workers  corps. 

4.6.4  Job  content,  job  descriptions  and  appropriate  post  levels 

No  position  can  be  filled  in  terms  of  this  policy  and  until  the  job  content  and  appropriate 
post  level  has  been  approved  by  the  Mayoral  Committee,  on  recommendation  by  the 
Municipal  Manager,  in  the  prescribed  Job  Description  format  utilised  by  Council.  This 
provision  is  subject  to  the  fulfilment  of  the  requirements  set  out  in  4.8.2  above. 

4.6.5  The  Appointment  Procedure 

When  considering  appointments  in  terms  of  this  policy,  the  following  aspects  must  be 
considered: 

(a)  The  need  for  an  appointment  to  provide  support  for  political  representatives  must  be 
motivated  in  a report  to  be  submitted  to  the  Mayoral  Committee; 

(b)  Before  the  report  intended  in  (a)  above  is  submitted,  it  must  be  confirmed  that  any 
prerequisite  conditions  referred  to  in  this  policy  are  met,  inter  alia: 

(i)  That  the  vacant  position  forms  part  of  the  approved  staff  establishment; 


11 


(ii)  That  a budget  has  been  approved  for  this  position  and  that  the  funds  are 
available  for  this  vacancy  and  written  confirmation  from  the  Finance 
Directorate  has  been  obtained  in  this  regard;  and 

(iii)  That  a job  description  in  the  acceptable  format  has  been  approved  for  this 
position  in  terms  of  the  Human  Resources  Policy  for  Council. 

(c)  Once  the  filling  of  the  vacancy  has  been  approved  by  the  Mayoral  Committee  in  terms 
of  the  adoption  of  the  report  envisaged  in  4.6.5  (a)  above,  then  Municipal  Manager 
will  inform  the  Human  Resources  Department  to  proceed  with  the  recruitment  and 
selection  process. 

(d)  Where  applicable,  and  within  the  guidelines  set  out  in  this  policy,  the  Recruitment 
and  Selection  Procedure  of  Council  will  be  utilised  to  make  this  appointment. 

(e)  Vacancies  will  be  advertised  in  the  normal  manner,  and  the  Human  Resources 
Department  will  handle  enquiries  and  accept  applications  on  behalf  of  Council. 

(f)  Candidates  can  be  subjected  to  competency  evaluation  and  other  forms  of 
assessment,  and  will  be  subjected  to  a structured  interview  process  which  will  be 
scored  and  minuted  by  the  Selection  Committee. 

(g)  The  Selection  Committee  will  consist  of  at  least  two  persons,  including  the  relevant 
political  representatives  and  the  Executive  Mayor,  or  alternatively  any  other  elected 
representatives  delegated  by  the  Executive  Mayor. 

(h)  The  Municipal  Manager,  representatives  from  recognised  unions  and  officials  from 
the  Human  Resources  Department  will  be  invited  to  participate  in  the  recruitment 
and  selection  process  as  observers. 

(i)  After  the  final  selection  decision  has  been  made,  the  Municipal  Manager  will  be 
informed  of  the  outcome  in  a written  report  approved  by  the  Mayoral  Committee, 
and  will  instruct  the  Human  Resources  Department  to  extend  an  offer  of  employment 
to  the  successful  candidate. 

(j)  The  Municipal  Manager,  as  representative  of  Council  as  employer,  will  contract  with 
the  successful  candidates  as  Head  of  Administration  in  terms  of  Section  55(1)  of  the 
Local  Government:  Municipal  Systems  Act 


4.7  ROLEPLAYERS  IN  THE  APPOINTMENT  PROCESS 

4.8.1  The  Selection  Committee 

(a)  The  Selection  Committee  can  assist  with  the  short  listing  of  candidates  and  will  fulfil 
their  role  in  the  recruitment  and  selection  process  as  set  out  in  section  4.10.5  above. 
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(b)  After  completion  of  the  selection  process  a report  outlining  the  outcome  of  the 
process  must  be  complied  and  submitted  by  the  Selection  Committee  to  the  Mayoral 
Committee  for  approval,  as  determined  in  section  4.10.5  above. 

4.8.2  The  Municipal  Manager  as  Appointment  Authority 

(a)  The  Municipal  Manager  will  provide  advice  and  support  to  the  Executive  Mayor  and 
the  Selection  Committee  regarding  the  appointment  of  support  staff  in  terms  of  this 
policy. 

(b)  The  Municipal  Manager  will  act  as  the  Appointment  Authority  as  Head  of 
Administration  and  will  represent  Council  as  employer  in  terms  of  the  employment 
relationship,  including  handling  matters  of  discipline  of  staff. 

4.8.3  The  Role  of  Human  Resources  Department 

(a)  The  Human  Resources  Department  will  provide  technical  and  logistical  support  to  the 
Executive  Mayor  and  the  Selection  Committee  for  appointments  in  terms  of  this 
policy. 

(b)  The  Human  Resources  Department  must  ensure  that  this  policy,  as  well  as  all  other 
relevant  policies  and  resolutions  of  Council,  are  adhered  to  with  the  appointment  of 
support  staff  for  political  representatives. 

(c)  The  Human  Resources  Department  must  ensure  all  relevant  labour  legislation,  codes 
of  good  practice  and  collective  agreements  are  adhered  to  with  these  appointments 
and  with  the  maintenance  of  the  employment  relationship  of  support  staff. 

SERVICE  CONDITIONS  AND  COLLECTIVE  AGREEMENTS 

4.9.1  Application  of  service  conditions 

Where  relevant,  and  unless  otherwise  expressly  referred  to  in  the  Employment  Contract, 
the  conditions  of  service  of  Council  will  be  applicable  to  support  staff  appointed  in  terms 
of  the  Policy  for  the  Appointment  of  Support  Staff  for  Elected  Representatives. 

4.9.2  Application  of  Collective  Agreements 

Where  relevant,  and  unless  otherwise  expressly  referred  to  in  the  Employment  Contract, 
the  relevant  Collective  Agreements  and  Codes  of  Good  Practice  applicable  to  Council  staff 
will  be  applicable  to  support  staff  appointed  in  terms  of  the  Policy  for  the  Appointment 
of  Support  Staff  for  Elected  Representatives. 

4.9.3  Grievance  and  disciplinary  procedures 

Subject  to  4.9.1  and  4.9.2  above,  the  Disciplinary  and  Grievance  Procedures  of  Council 
will  be  applicable  to  all  staff  appointed  in  terms  of  the  Policy  for  the  Appointment  of 
Support  Staff  for  Elected  Representatives.  The  Municipal  Manager  will  act  as  the 
representative  of  the  employer  should  the  application  of  either  of  these  procedures  be 
necessary. 

4.9.4  Performance  agreements  and  evaluation 

As  stated  in  4.9.2  above,  employment  in  support  positions  of  this  nature  must  include  a 
performance  component  in  the  form  of  a Performance  Agreement.  Performance  will  be 
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reviewed  and  assessed  on  a regular  basis  according  to  the  provisions  of  the  Performance 
Agreement. 

4.10.  TERMINATION 

Notwithstanding  the  provisions  of  this  policy,  the  Employment  Contract  can  be  terminated  by 
either  party,  giving  one  calendar  month  notice. 

4.11  AMENDMENTS  TO  THIS  POLICY 

Any  proposed  amendments  to  this  policy  must  be  reduced  to  writing  in  the  form  of  a draft 
amended  policy  and  must  be  submitted  to  the  Mayoral  Committee  for  formal  approval. 

The  following  paragraph  should  be  added  to  the  Contract: 


IS  ENIGE  FAMILIE  OF  VRIENDE  BY  HIERDIE  RAAD  IN  DIENS? 

JA 

NEE 

ARE  THERE  ANY  RELATIVES  OR  FRIENDS  IN  THIS  COUNCIL'S 

YES 

NO 

EMPLOY? 

I declare  that  the  above  particulars  are,  to  the  best  of  my  knowledge  true  and  correct  and  understand 
and  accept  that  if  I am  appointed,  my  appointment  will  be  subject  to  the  provisions  of  the  conditions 
of  service  and  the  policy  of  the  Council  and  any  applicable  legislation. 


SECTION  5 


1.  UNDUE  INFLUENCES 

The  only  basis  for  appointment  of  a new  employee  must  be  suitability  and  achieving  employment 
equity  targets  of  Council. 

2.  NEPOTISM 

No  Municipal  employee  may  show  favouritism  towards  any  applicant,  including  those  they  are 
related  to.  Both  applicants  and  members  of  the  panel  must  declare  any  possible  conflict  of 
interest.  A member  of  the  panel  must  recuse  him/herself  when  there  is  a possibility  of  a conflict 
of  interest. 

3.  LOBBYING 

Any  candidate  who  attempts  to  influence  any  member  of  the  interview  panel  outside  of  the 
formal  selection  process  will  be  automatically  disqualified. 

4.  EXIT  INTERVIEW 

Employees  leaving  the  services  of  the  Municipality,  regardless  of  their  position  or  reason  for 
leaving,  shall  be  requested  to  avail  themselves  for  a voluntary  exit  interview.  All  information 
given  to  the  Human  Resources  Officer  during  these  interviews  is  to  be 

kept  in  the  strictest  confidence,  and  only  the  Human  Resource  Department  and  Senior 
Management  have  access  to  this  information. 

5.  APPLICATION  FORMS 

All  applications  for  employment  at  this  municipality  must  be  done  by  way  of  a duly  completed 
application  form  of  council  which  is  available  on  our  website.  No  application  by  way  of  a cv  will 
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be  considered  if  it  is  not  submitted  under  the  cover  of  an  application  form.  This  applies  also 
where  council  are  making  use  of  a service  provider. 


6.  SUBSISTENCE  AND  TRAVEL  ALLOWANCE  FOR  PERSONS  INVITED  FOR  INTERVIEWS 

Subsistence  and  Travel  allowance  for  persons  invited  for  interviews  will  be  paid  by  Council,  at 
the  most  reasonable  costs,  and  not  necessarily  at  the  same  rates  as  set  out  in  this  policy  for 
officials  and  councillors 

7.  LOCAL  APPLICANTS 

Local  residents/applicants  will  be  consider  for  shortlisting  of  all  jobs  lower  than  post  level  12 
before  applicants  are  being  invited  from  outside  the  municipal  boundaries  of  Bitou  Local 
Municipality. 

NOTE: 

• All  fixed  term  contracts  will  include  a clause  stating  that  there  is  no  expectation  of  renewal, 
extension  or  permanent  employment. 

• Fixed  term  contracts  should  generally  not  be  extended.  In  exceptional  instances,  they  may  only 
be  extended  once  with  the  approval  of  the  Municipal  Manager. 
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